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PERSON SPECIFICATION
	Job Title:
	Senior Administrative Assistant

	Reports To:
	School Finance Officer



This specification sets out the criteria used to assess candidates for the post. Assessment will be conducted via the Application Form (A), Interview (I), and Practical Task (T).
Essential Criteria (Must Have)
Qualifications: GCSE Grade C/4 or above in English and Mathematics. (A)
School Administration: Proven administrative experience working within a busy school office or high-volume public-facing environment. (A, I)
Data & Systems: Experience maintaining and managing complex databases or pupil Management Information Systems (MIS). (A, I, T)
Logistics & Events: Proven experience coordinating multi-step operational logistics, such as school trips, residential setups, extra-curricular clubs, or event bookings. (A, I)
Safeguarding & Security: Clear understanding of child protection protocols, strict data confidentiality (GDPR), and an uncompromising commitment to student dismissal safety. (I)
Communication & Welfare: Exceptional interpersonal and written communication skills with the capability to manage medical processes (IHCPs) and deal warmly yet professionally with pupils, parents, and staff. (A, I)
Organisation & Pressure: Demonstrated ability to efficiently prioritize a heavy, competing workload and meet strict deadlines with minimal supervision under frequent interruptions. (I, T)
Personal Attributes: High levels of empathy, confidentiality, and tact when supporting families through sensitive processes (e.g., FSM applications) combined with a calm, resilient demeanor. (I)

Desirable Criteria (Great to Have)
Arbor MIS: Direct, hands-on experience using the Arbor platform for pupil records, communication modules, and running statutory censuses. (A, I)
Financial Software: Experience processing pupil-related transactions, handling club/trip monies, or utilizing modern school billing and finance modules. (A, I)
First Aid: Valid First Aid certificate, or a full commitment to complete the required training immediately upon appointment. (A, I)
FSM Systems: Familiarity with Local Authority Free School Meals checking systems, frameworks, and eligibility auditing procedures. (A, I)

	Assessment Key: A = Application Form  |  I = Interview Questions  |  T = Practical Task / Assessment Exercise
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